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Effective Communication on Computer 

Description : This computer-based course is designed to enhance reading and writing 
skills. This interactive computer program will provide opportunities for reading, hearing 
sentences read, and writing letters and memo. Special emphasis is placed on workers’ 
understanding of the importance of their jobs and how they fit into the total process of 
axle production. They will write and edit job activities as well as write memos about 
situations/problems at work. 

Major topics for discussion include: 

♦ The need for quality at each step of axle production 

♦ The process of axle production as related to various job functions 

♦ Writing effective letters and memos in work situations 

♦ Today’s workers compared to yesterday’s workers 

♦ Stress reduction 

♦ Alternative fuels 

♦ Desirable features in new cars 

♦ Choosing health care providers 

♦ Being a wise consumer 

♦ Arguments for and against raising the speed limit 

♦ Leasing or buying a car 

Length of Time: This course was designed to provide about 40 hours of instruction. 

Target Audience: Employees who are interested in learning to use computers and 
improving their personal communication skills, especially reading and writing. 

General Objective: Participants in this class will improve their reading and writing skills 
in relation to their jobs as well as understand the basic operations of a computer. 

Typical results expected: Participants will know and use accurate terminology for job- 
related writing. Participants will more effectively write letters and memos for 
communicating their needs, concerns, suggestions and thoughts. They will refresh and 
learn skills in spelling, gr amma r and punctuation, as they edit their writings for others to 
read. They will improve reading skills by reading meaningful material which they can take 
home and practice once they have heard it read to them on the computer. Participants will 
be aware of the need to upgrade skills for today’s workplace and they will become familiar 
and comfortable using computers. 

Comments: Union Plant Chair: “Everyone who went was very happy with the class.” 
Plant Production Director. ."Workers are more comfortable using 
computers in the plant. ” 
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Rationale for Curriculum 

Conditions at the workplace have changed since the days when all that 
was needed was a strong back and willing attitude. Workers are expected to 
communicate ideas and problems, work as team members, participate in 
quality maintenance, as well as adapt to new technology, which includes 
computers and computerized equipment, such as machines with CNC, 
Computer Numerical Control. 

Workers need to be able to read and comprehend what they read, 
whether the operating guidelines for their machine, a memo about a problem 
from the previous shift, or a notice from the front office. Workers should be 
able to communicate ideas and problems to others, through verbal and 
written means. Workers should be able to formulate ideas to convey a 
written message, whether it be a memo about a problem during their shift, a 
request for time off, or a suggestion for improvement. Workers should know 
how to write letters in correct format for both workplace and personal 
matters. 

Interest in learning computer skills is high among workers, who realize 
that they need to keep up with technology, both at the workplace and at home 
with their children, who are learning these skills. They are interested in 
learning about computers, how to use them and also how to choose one to 
purchase. It is important that they feel comfortable using this new avenue of 
communication. 
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Explanation about Customizing The New Reading Disk Program 

For instruction to be meaningful, it must meet the needs of students. 
This curriculum was designed for hourly workers at a large manufacturing 
plant in a large metropolitan area. The needs assessment of hourly workers 
indicated a perceived need for improvement in reading (60%), for computer 
skills (36%), for upgrading (32%) and for quality emphasis (20%). Others 
indicated a need for writing effective notes or memos. The lessons included 
were designed to meet these needs. 

A CD-ROM program developed in the United Kingdom had been 
purchased to facilitate the reading and writing emphasis. This program, 
called The New Reading Disc, was customized to include site-specific 
information, pictures, videos, and terminology that, hopefully, would interest 
these workers. This particular program included four main formats: article 
writing, debates, letter writing, and map-related activities. The article 
section, which had addressed such topics as housing, consumer savvy, elderly 
care giving, etc. was expanded to include articles (with photos, text and voice 
overlays) on such topics as axle production, stress reduction, health care 
choices, alternative fuels, and desirable features in new cars. The debate 
section was expanded to include such topics as today’s workers as compared 
to yesterday’s workers, raising the speed limit, leasing or buying a car. The 
letter writing section now includes scenarios that addressed the plant 
manager, supervisor, co-workers, civic officials, or business personnel about 
problems or suggestions. 

This interactive computer program provided opportunities for reading, 
hearing sentences being read, (if desired) selecting sentences that were 
provided or writing one’s own sentences, which could be printed to take 
home. It was designed to accommodate workers that had limited reading 
competence. For those students with adequate reading ability, the texts could 
be used as springboards for discussion and writing activities. The texts for 
these formats are included in the appendix. 
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Making it 
Work 




This section of materials is provided to give instructors basic information related to 
providing successful educational programs in a workplace setting. 
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Adult learners 



General characteristics of adult learners: 

1. Purposeful learning occurs with adults experience a problem or recognize a gap 
between where they are and where they want to be, then start to draw on resources to 
acquire the learning they consider necessary to close the gap. 

2. One of the most important issues to consider from the adult learner point of view is 
“What’s in it for me?” An adult needs to know that there is real value in what is being 
taught. Customize and adapt lessons to suit your students. Make a regular effort to 
point out what benefit the instruction has for the student. Many times students are 
unaware of the applications of learning. Make sure you point out possible applications 
of knowledge. 

3. Adult learners insist that learning have relevance and value now, contrasted to youthful 
learners whose education is largely subject- centered and future-oriented. Most adults 
are already busy with their jobs and families, so the learning must be worthwhile. 

4. Adult learners will drop out of educational situations that are seen as not 
accomplishing their own agenda. 

5. The central organizing principle for adult learning must be around finding solutions for 
problems adults face. Emphasis must be on helping adults leam to cope with problems 
they face. Therefore, the instructor must be more person-centered than subject- 
centered. 

6. Adult learners are well aware of what they need to know, and they like to participate 
actively in all phases of their education— assessment, instruction, and evaluation. 

7 . Many adult learners come into programs with the “baggage” based on a history of 
negative educational experiences. It is absolutely essential to provide a safe, non- 
threatening atmosphere where risks can be taken with out fear of humiliation or 
embarrassment. 



Environment 

Creating a safe environment for learning is a key factor in success. One of the elements 
that is part of a safe environment is multicultural sensitivity. The following suggestions 
should be considered as the lessons are delivered: 

1. Use multiple instructional strategies to accommodate all learning styles. See Learning 
Styles for more information on this topic. Also see Teaching Auditory Learners, 
Teaching Kinesthetic Learners; Teaching Visual Learners. 

2. Avoid ethnocentrism (belief in the superiority of one’s own ethnic group), use of 
stereotypes, critical or judgmental attitudes, fear, and rigid expectations. Strive to 
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address the various cultures represented in the group. Try the AAAA approach to 
Cultural Diversity: Awareness; Acceptance/ Appreciation; Action 

3. Seek to understand the unique motivations of your audience in the workplace. Each 
worksite has a particular culture. It is important that you strive to understand and 
become a part of that unique culture. 

4. Use materials that are not slanted toward any particular group. 

Above all , the instructor must establish a learning environment in which 
diversity is valued. Students need to feel that their cultural backgrounds 
are viewed as assets to the class. 

Teaching Auditory Learners 

(Adapted from materials from presentation. Designing Workplace Training to Accommodate Culturally Diverse 
Learners, Douglas Jones, Linda Mrowicki, Workplace Education Division of THE CENTER-RESOURCES FOR 
EDUCATION, delivered Jan. 1996.) 

Auditory learners leam best by listening to others. They usually do well in a “traditional” 
classroom. 

Audio tapes : Have students or groups listen to a tape or create their own tapes for each 
other to listen to. 

Music : Record key points on an audio cassette with background music. Write a song, 
rap, jingle or rhyme about the learning material. 

Guest speakers : Invite subject matter experts to talk about a topic. This can be outsiders 
or members of the class. 

Reading : Read or tell a story, for variety use music in the background. 

Discussions : Use questions to get others in the class involved. Not only can students 
leam from the instruc t ~ r , but they can leam by listening to each other, and the instructor 
can leam from listening to the students. 

Repetitions : Repeat things out loud. 

Directions : When giving directions, be sure to give them orally. 

Mnemonic devices : Mnemonics are artificial aids to memory. The keyword HOMES can 
be used to remember the names of the Great Lakes; H = Huron O = Ontario M = 
Michigan E = Erie S = Superior. Sentences and rhymes can also be used; to remember 
which direction to turn a screw to tighten = Leftie Loosie, Rightie Tightie. Steps in basic 
division can be incorporated into the sentence: Donald (or Donna) made some candy bars 
= D = divide M = multiply S = subtract C = compare B = bring down. 

Be the Instructor : Pair the class and have one individual teach the other, then reverse 
roles. 
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Concert Review : The instructor uses transparencies, pictures, charts, etc. that were used 
in presenting the lesson as a means of review. While playing soft music, the instructor 
displays and reads the instructional materials. A variation is to have a willing student read 
the instructional materials. 

Oral Cloze : Use oral cloze (fill in the blank) activities to repeat key information 

Teaching Kinesthetic Learners 

(Adapted from materials from presentation. Designing Workplace Training to Accommodate Culturally 
Diverse Learners , Douglas Jones, Linda Mrowicki, Workplace Education Division of THE CENTER- 
RESOURCES FOR EDUCATION, delivered Jan. 1996.) 

Kinesthetic learners leam best by doing. They like to be physically expressive. They also 
need to stretch and move periodically. The following are activities that enhance 
kinesthetic learning. 

Walking and studying : Allow students to walk while they study. 

Role playing : Use props and costumes while role playing. Can be done with a group or in 
pairs. 

Action learning : Includes anything that requires people to use their bodies in some way 
while they leam. It could be a song, a dance, a mime, a physical acting out of a 
technology or process, or an active performance of the learning material where learners 
become interacting components of the material they are learning. 

Strolling review : Have the group prepare colorful flip charts as a means of review. Hang 
them around the room Play music softly as individuals walk silently around the room, 
carefully observing the wall display or examining the mind maps created by other learners. 
A variation is to play music while individuals stroll around and review. 

Being the Coach : Ask one partner to be the coach while the other partner learns to 
perform a new task. After one run, reverse roles. 

Demonstrating : Allow class members to demonstrate and physically do an activity. 
Provide opportunities for practice using repeated motion. 

Writing: Writing requires students to use parts of their bodies. Write on surfaces with a 
finger. Write in the air. Trace on sandpaper. Take notes. Write lists. 

Sequencing : Using a topic that has several steps or procedures, give each individual a 
piece of paper with the words or a graphic depicting one step or procedure. Ask the 
group to move around until they are in the correct sequence. An option is to act out what 
is on their piece of paper. 
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Teaching Visual Learners 



(Adapted from materials from presentation, Designing Workplace Training to Accommodate Culturally 
Diverse Learners, Douglas Jones, Linda Mrowicki, Workplace Education Division of THE CENTER- 
RESOURCES FOR EDUCATION, delivered Jan. 1996.) 

Visual learners like to process, store, and retrieve information visually. The following are 
examples of activities that instructors can use to facilitate the visual learner. 

Demonstrations and modeling : Since visual learners like to understand the “big picture,” 
it is important to show or model all of what is expected before breaking it into its 
components. 

Draw : Simple illustrations can be used to reinforce important information. Encourage 
students to draw as a means of committing key information to memory. 

Imagery Imagery is the mental visualization of objects, events, and arrays. The typical 
technique is to ask students to form a mental picture. It usually works best for concrete 
information and less well for abstract information. Images are better remembered if they 
are vivid and show some type of movement. 

Study Guides : Study guides are used to summarize key information. They are useful for 
reviewing key points. Instructors can create study guides, or better yet, allow students or 
groups of students to prepare a study guide. 

Graphic organizers : These are visual tools which can show the relationship of categories 
of information. Charts, graphs, and maps can be used to show relationships visually. 

They are also good because they usually show or explain a concept holistically. 

Instructors can create blank charts or matrices for the learner to complete. 

Mental Imagery Have learners rehearse or practice a knowledge base or a skill in their 
min ds 

Mind mapping : Ask individuals to min d map a lecture or presentation, a written lesson, an 
article, an audio tape, a recollection, an experience, or anything relative to the learning 
situation that might be significant. 

Note taking : Encourage visual learners to take notes using words or pictures. This 
provides them with another opportunity to visually rehearse the information. Note taking 
can also be done using a map which allows them to see the “big picture.” 

Create notebooks : Using notebooks for class projects provides another way for students 
to see the information in their own words. It allows them to “customize” the information 
and make it their own. 

Color codes : Visual learners like to see different things/views. Use color as a means of 
focusing attention, or use it as a means of changing the environment to add interest 
visually. 
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Study cards : Study cards use the visual sense to present the information. They can be 
used individually, with partners, or in large groups. Cards can be prepared by the 
instructor or students can prepare their own. 

Pictures : Watch TV, filmstrips, movies, videos, etc. Another option is to have the group 
create their own video. 

Mnemonics : Create acronyms, draw visual chains, or develop acrostics. 

Directions : When giving directions, give them visually. 



Tips on Teaching 

1. Use logical sequences. Avoid jumping into topics without developing background or 
relevance for the skill at hand. 

2. Control length of lessons into manageable chunks. Many employees come into classes 
at the end of a long and tiring day. Pace lessons so students can have short breaks. 

3. Give recognition and encouragement. It is vial that you recognize and encourage all 
your students’ progress toward their individual goals. Unfortunately, often adult 
learners are not supported by friends and family who view time spent in class as time 
taken away from them. 

4. Use coaching Model new s kill s. Point out the problems or pitfalls many students 
have with lessons. Repeat explanations several times or a period of time and several 
ways to accommodate all learning styles. Be there for them. 

5. Encourage involvement. Make sure students hear you validate how important it is to 
learn new skills. Techniques that make provisions for active involvement of students 
will achieve learning faster than more passive teaching techniques. 

6. Give feedback. Adults need to be reassured that they are on track. Give feedback 
often, and be sure to give negative feedback along with something positive. 

7. Use summaries and advance organizers. When materials are detailed or involved, help 
students see the “big picture.” 

8. Questions will help you assess how your students are understanding. Make sure they 
are not accusatory in tone. It is possible to inadvertently press a “hot button” based 
on a students’ unpleasant school memories. Maintain a safe atmosphere for students 
when questioning them. 

• Direct questions are usually yes or no, or short answer. They are easy to 
control. 

• Open-ended questions are more likely to prompt discussion. They are not as 
easy to control. 
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Instructor’s Lexicon 

The following lexicon is provided to re min d teachers that there are a variety of strategies 
and principles that can be employed in teaching. When you are not getting the response 
you expect, when faces are blank or bored, when attendance starts to slip — something 
else. 



Anticipation Guides (Readance, Bean, and Baldwin) Prepare students for reading by 
asking students to reach to a series of statements prepared by the teacher in advance. 
Expected response is TRUE or FALSE. 

Application of concepts to different situations- learning that is applied immediately is 
retained longer and is more likely to be used immediately than that which is not. 
Techniques must be employed that encourage the immediate application of any material in 
a practical way. 

Application to individual situation —Provide real life or real work scenarios for which 

students read different texts to solve problems 

Article/pictures 

5 W's (Who, What, When, Where, Why/How) 

Antonyms/ Synonyms 
Match or rewrite topics/headlines 
Change time, place, people and rewrite 
Write questions with higher levels of critical thinking 
Brainstorming— All responses are accepted, no judgment. Activates background 
knowledge. Gets students thinking before they read or write. 

Cartoons- students fill in blank balloon with appropriate response 

Categorical Overview— Write down associations , think how they are related, categorize 

information, and label. 

Cloze— It is a method of systematically deleting words from a prose selection and then 
evaluating the success a reader has in accurately supplying the words deleted. In a given 
passage the first and last sentence is provided in tact. Thereafter selected deletions are 
made. Ex. Every 5th or 10th word; Initial/final letter; Word/ phrase; All nouns or verbs, 
etc. 

Clustering— Similar to mapping, adds visual dimension to the process of organizing ideas, 
helps students separate ideas into categories. Improves organization of thoughts for 
speaking or writing. 

Coded Vocabulary— Student mar ks words that he knows with an asterisk, check mark for 
words he has heard o£ and circles the words that he does not know. 

Compare and contrast— Write or discuss similarities (compare) and differences (contrast) 
Concrete Items/Demonstrations— Including actual items in classes helps those learners 
who need more tactile or kinesthetic learning experiences understand. Visual and audio 
learners have an easier time with traditional formats than other kinds of learners. 
Continuum of Descriptors- Write adjectives on a line to show degrees of modification, 
such as minuscule, tiny, small, average, big, huge, enormous 
Cued Retelling (See article on Retelling— Free and Cued) 
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Cubing— On a paper cube, write down one of the following words on each side of the 
cube: describe, compare, associate, analyze, apply, argue for. When writing or discussing 
an object/concept, have students write about it using the suggestions from each side of the 
cube. 

Designated Roles (Cooperative learning) 

Listeners note points of disagreement 
" " what is not said 

" " questions to ask 

DRAT (Directed Reading/Thinking Activity-Haggard, 1985) 

Activate prior knowledge 
Predict what will be covered 
Read to designated point 

Confirm, revise, or elaborate prediction with information from text 
Continue in similar fashion through text. 

Dyads confirm/explain 

make decisions 
draw conclusions 

Find someone who . . . —an ice breaker activity to raise awareness of the depth of 
experience and diversity in the class. Typically you can only get another person to sign 
your sheet once. Categories can be as generic as “find someone who has more than 5 
brothers and sisters” or “find someone who speaks another language” to class specific 
information like “find someone who has read a the work of Edgar Allan Poe.” It can be 
designed for many topics but always helps students get comfortable with each other. 

Flash card directions— Challenge learners to read more than one word at a time by giving 
direction quickly on flash cards. Ex. Put your hands on the table. 

Free-writing/thinking 

Can you think of a time . . . 

Questions regarding topic 

GIST— requires readers to reduce the first sentence of a passage to 3 or 4 words. The 
next two sentences to 5 or 6 words. The next three sentence to 7 or 8 words. This 
requires readers to make me anin g and determine their own key words. 

INSERT (Interactive Notation System for Effective Reading)— Students place a V, X, +, 
!,?,?? and * besides ideas they read to indicate whether they understand it (V), are excited 
about it (X), don’t understand it (?) , are stumped by it (??), or want to remember it (*). 
Interviewing— Encourage students to generate a list of questions that would give them the 
information they would like to find out about someone. Have students break into 
pairs and interview their partner, using questions. Then let each introduce his/her partner 
using the information obtained. 

Jigsaw/segmented reading —Instructor assigns parts of a selection to different readers. 
Readers read their part silently. Each reader shares what they read with group. 

Journals— Students write reaction to class, write comments, write questions. Instructor 
does not judge them on technical competencies. May be used to tie topic of class to 
learner. If topic is American Education, journal writing questions could be: Where did 
you go to school? What did you like best in school? What irritated you the most? Why 
did it irritate you? Who was your favorite teacher? Why did you come to this class? 
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Key word predicting activity-instructor selects passage and notes 10 key words. 

Words are shared with learners who are asked to predict content. Learners should try to 
make sense of key words. Next, learners read passage and find out if predictions are on 
target. 

K-W-L— (Ogle, 1986) Students identify what they Know about a topic , what they Want 
to find out about a topic, and what they Learned about the topic. 

LEA (Language Experience Approach, Stauffer, 1970) Students dictate sentences about 
an experience as instructor transcribes. This text become the reading material for that 
student. 

Learning style— The 3 major learning modalities: 

Visual-needs to see material 
Auditory-needs to hear material 
Kinesthetic- needs to move around while learning 
LINK— L= List 1= Inquire N=Note K=Know List all associations for concept/topic on 
overhead/chart : inquire - give examples, clarifications about associations; note - write 
what comes to mind for one minute (overhead ofFchart covered); know - what I know 
now about this concept/topic? 

List and skip— instead of looking up words as you read, use a List and Skip bookmark. 
Write down unfa milia r words from reading selection. After completing selection, look to 
see if any words were understood through use of context. 

Main Idea— explanation overheard by instructor between students. “How would you tell 
your mama what the (article, book, chapter) was about if you were calling her long 
distance? 

Mapping (Baumann, 1991)— Arranging key terms into a diagram that is meaningful to the 
student. It can include the following: 

Key words/phrases 

Structure 

Questions 

Connecting lines/circles 

Is a graphic representation of the relationship between major ideas and supporting details. 
Metacognition - Being aware of how you learn, and the process of t hinkin g through a 
learning situation. The development of self-questioning or monitoring of patterns of 
thinking, which helps students become an independent learners who can recognize and 
correct their processing errors. 

Questions with others 

What do you think about . . .? 

Why is ... used for . . .? 

What would you do if . . .? 

Paired Questioning —Divide students into pairs, read passage, close book. Each in turn 
asks questions with the other answering; tells important ideas; paraphrases or summarizes; 
agrees/disagrees; draw picture or graphic representation of what learned. 

Reading strategies— Good readers bring what they know about the topic to the print on 
the page. They are active readers. Good readers take chances, they risk being wrong. 
Good readers guess at or skip words they don’t know and read on for help. Good readers 
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expect the material to make sense. Good readers try to match reading speed to what they 
are reading. 

Reading techniques 

see: Flash card directions 
see: GIST 

see: Key word predicting activity 
see: List and Skip 
see: Word Bank 
Reciprocal questioning 

Students work in pairs 

Both read a portion of a reading selection. 

One asks the other a question. 

Continue reading selection 
Alternate asking questions. 

Retelling/rewriting- Can be free retellings, cued retellings, and/or cued comprehension 
questions. Provides an opportunity for students to reflect and revise their thoughts. 
Teachers can record students thoughts without having to infer right or wrong choices. 
Possible prompts: Write down everything you can remember about the selection you just 
read. Provide a list of words from the passage, and then, Use these words to help you 
remember everything you can about the passage. See Retelling— Free and Cued 
Retelling-Free and Cued - A free retelling allows a reader to structure his or her 
demonstration of comprehension without the constraints often imposed by a testing 
situation. If the objective of the assessment is to find out how the student is thinking 
about the content rather than how much he can demonstrate that he knows, the unprobed 
(free) retelling is probably the best response. 

Researchers find the free written retelling to be an invaluable tool as they explore 
issues related to reading comprehension. Retellings allow analysis of the link between the 
response and the original source (the text). Many teachers are reluctant to use them 
because they do not lend themselves easily to objective scoring. 

Since remembering and understanding are not synonymous, there is value to using 
retrieval cues as an aid to comprehension. By including word or phrase cues the reader 
has the freedom to indicate his or her comprehension according to personal dictates while 
simultaneously providing bits of text to help dissolve the confusion between what is 
understood and what is remembered. Cued retellings may be the best of both worlds. 

In order to do this form of assessment, the teacher needs to have comprehension 
questions in mind, the perspectives on comprehension that are to be checked should be 
noted. 

Were the students responses text explicit (Just the facts recited) 

Were the responses fifll of nonessential details? (Not important to understanding 
the essential message of the passage) 

Does the student understand the essence of the passage? (Main idea) 

Unless you assess students’ comprehension with the intent to learn what students do and 
do not remember, you can only speculate about their comprehension and the 
appropriateness of your instructional focus. 
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Say Something- 2 students read a passage to a designated point Each has to say 

something about the reading 

Segmented reading —see: Jigsaw 

Semantic map— see Mapping and Webbing 

Sequencing— Paragraphs 

• Articles are cut into parts based on content. 

• Student reads each part 

• Student orders the parts based on content 

Pictures 

• Cartoons or picture sequences are cut apart 

• Student orders the part based on content 

T Chart — (Johnson & Johnson )Write the name of a skill to be learned or practiced and 
draw a large T beneath it. Write “looks like” on the left side of the T and “sounds like” on 
the right side. On the left side list behaviors that one might see in someone exhibiting this 
skill. On the right side list phrases that might be used by someone exhibiting this skill. 
Think aloud- (Davey)Instructor models and tells the thought process for an instructional 
piece of material. 

Three-way rotation— Three different ways of saying the same thing. 

Time line— Events are placed on a time line to visualize the relationship of events in 
respect to what else was happening at the same time. 

Total Physical Response (Asher)— incorporates listening to directions or commands like, 
"STAND UP!, SIT DOWN!" and they respond to co mman ds without speaking. 
Used most effectively in early ESL situations. 

Transformation- charts, graphs, maps, forms -leam key idea and transform into different 
format/media Ex. Act out without words Make a chart or form to explain information 
to others 

Webbing— Similar to semantic mapping - as a graphic representation of the relationships 
between major ideas and supporting details. After reading, introduce the central 
question/idea circled on an overhead or chart. Encourage students to identify supporting 
secondary ideas, which branch off from the central idea. Supporting details are then 
supplied for the secondary ideas in a logical fashion. 

Word bank— a versatile tool for vocabulary learning. Excellent warm up before reading 
and writing, assessing prior knowledge. Select a topic related to reading. ‘When I think 

of I think of ” Instructor fills in blanks then asks, “What do you t h in k 

of?” Try to generate 25-50 words per topic. 

a. Builds critical thinkin g skills by clustering words that belong together. 

b. Try adding prefixes and suffixes. Discuss how changing the form can 
change meaning. 

c. Focus on spelling; note roots and affixes, number of syllables. 

d. Plan a writing exercise. Determine organization according to purpose. 
How to = chronology 

Personal experience = narrative 
Description = topic characteristics. 

e. Add vocabulary words as they are discovered through reading or 
conversation 
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Instructor's Role and Responsibilities 
There are four main responsibilities in your role as instructor of this class. 

1 . Instruction — As the instructor you will choose the lessons and gauge the 
depth of instruction based on the needs of your students and the 
accomplishment of the objectives. 

2. Assessment — This vital part of your role should be handled with great 
sensitivity. Many adults have not been in a classroom setting for a long time. 
For some, the testing situation and facing the results of tests is an extremely 
stressful experience that can cause them to drop out of the class. Diffusing 
the anxiety of the testing situation is an important part of your role. 

The pretest should be giving before instruction begins to gauge the 
level of your students’ understanding and prior knowledge of course content. 
The posttest should be given at the end of instruction. Results should be 
compared to see if instruction made a difference. 

3. Keeping attendance records -- In some work situations, attendance is 
mandatory. In others, employees are paid to attend and accurate attendance 
records should be maintained. 

4. Other records — Anecdotal comments and observations, especial in 
regard to learning or change, should be documented. Companies and unions 
are very interested in this kind of feedback and may want to use quotes for 
recruitment or promotional activities. 

This lesson format encourages you to keep notes on how individual 
lessons worked and what changes might be made to make the lesson more 
effective to your particular situation. 
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Objectives 

Computer Use 

• To identify the components of a computer and their functions 

• To key in information they generate, to edit, to save, and to print 

• To discuss information needed to buy a computer 

Work Process 

• To identify the specific tasks required for each job 

• To write memo to supervisor or next shift 

• To recognize terminology specific to the plant 

• To discuss and write about the plant 

• To compile a story about the plant 

Reading 

• To determine meaning from job related materials (memos, manuals) 

• To use context clues to help determine unknown words 

• To use fix -up strategies when meaning is lost while reading 

• To determine time order of items in a selection 

• To read passages/selections of interest 

• To read items composed on the computer to a partner 

Writing 

• To write in correct form and in complete sentences 

• To use correct form for memos, business and friendly letters 

• To brainstorm, compose, edit, and print ideas 

• To recognize and use correct grammatical form 



0 

ERJC 



22 



© 1997 Wayne State University All rights reserved. 



20 



How These Lessons are Organized 



This guide includes objectives for each of the four areas addressed and 
the lessons to carry out those objectives. The work process objectives are 
incorporated into the lessons given. For convenience, reading, writing, and 
computer exercises will be presented separately, so one can mix and match 
according to the particular needs of a class. A glossary of terms used for this 
course is provided. Pretests and posttests are also included. 

Each lesson has been designed to assure objectives are accomplished. 
Lessons are designed in a format that has five parts: 

I. Learning Objectives: specific, observable behaviors to be realized 
by the learner for that particular lesson. 

n. Materials: tools, equipment, supplementary worksheets, 
instructional resources. 

in. Basic Skills: Generic, foundation skills basic to learning. 

IV. Possible Activities: Introduction to learning activity, connection to 
background knowledge, establishment of purpose for this activity, 
and step by step suggestions for carrying out the learning 
objectives. 

V. Workplace Context: the rationale for learning this skill/concept, 
how it relates to the context of the workplace. 
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Planning and Scheduling 
Time Requirements 

This class is designed to contain at least 20 hours of instruction. The format of the course allows some 
flexibility to customize lessons to fit into available slots. Due to individual differences of students and 
variability of students’ skills, the instructor must make decisions on which portions of lessons to 
emphasize or for which to provide additional time. 

Size of Class 

This course was designed for a class of 9 students, since that was the number of computers in the 
classroom Because of individual help required with students with limited ability on the computers, it is 
recommended that the size of class be kept under 10. 

Expected Outcomes 

Participants of this class will increase their knowledge of computers and their components as well as apply 
computer skills to communicate to others, especially as it relates to work -related needs. They will also 
increase awareness of writing conventions - spelling, punctuation, capitalization, grammar, and correct 
form - and be able to edit their messages for clarity. They will improve their ability to read carefully, with 
an understanding of the intended message, as well as utilize “fix-up” measures when meaning is lost. They 
will reco gniz e important work-related terminology, understand the definitions and use them in work- 
related tasks. 



Prerequisites 

There are no prerequisites for this class except for a willingness to learn and apply what has been learned. 
The materials used are targeted to participants with 4 th to 6 th grade level reading and writing skills. Those 
with limited skills in these areas can benefit from the individualized nature of The New Reading Disk , which 
provides auditory help with the reading, for those who need it. Individualized help with the writing skills 
may need to be given with students with limited ability. Because of the interactive nature of many of the 
lessons, students should be able to participate and benefit from these discussions. 

What This Course Won’t Do 

This course is not meant to be a be ginnin g reading and writing class. It is important that students who are 
very limited readers and writers be identified at the beginning of the class, so individualized progra mmin g 
can be p lann ed for these. The New Reading Disk assists those who have limited language ability and 
should benefit those who need to hear the language patterns, but this should not be mistaken as a be ginnin g 
reading program 
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Suggested Timing for Each Lesson 



There are for skill areas addressed in this course. They are: 
reading 
writing 

computer skills 
and work-related tasks 

It is suggested that each of the four areas be included in each 2 hour session. 

A possible time frame would allow 10 minutes for computer/keyboarding exercises (that 
students can do individually as they arrive in class), 10 minutes for writing/grammar 
exercises, 20 minutes for reading selections and strategies, with the remaining time allotted 
for work-related activities such as describing job functions, memos, story of plant operation, 
etc. 

Another possibility, suggested by some participants, is that of having all the instructional 
material presented on one day with the other day devoted to uninterrupted time on the 
computer to complete writing assignments. Depending on the capabilities of the class and 
focus of the group, the instructor can best judge how to meet the needs/interests of the 
participants in the class. 
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Computer- Writing- Work Process^ 

Workers^ will write, type, and discuss^ their Job activities and_ duties. 
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Reading - Writing-Computer- Work Process 

Workers will discuss the changes taking place in the workplace today. 



ERIC 





•*—> L/J 

S fl 4 | 

* w <u o 



£ j ti « “ 



vi 

t3 o .ts 



<u 

w 

-a 

<u 

£ 

o 

fl 



4 

<u 

*■» 

Cd 

> 

◄ 



s 

*T3 

<D 

o 

£ 

A 

o 

D 

£ 

nfl 

oo 

a 

o 

* 

o 

£ 



A 

o 

8 * 

«> 8 

3 .a 

ua 

« "§ o- 

•a t g. 

o 4=3 
u 5 5P 

I -a J 

c« U fl 

2 J S 

« 0-^3 

| | ti 

5 M s 

e* a ts 

^ -4— > 

« 

<3 



O 

fS 

Cd 

Vi 

CD 

00 

§ 

-s 

D 

</l 

D 



O 

*T3 

o 

32 



o- 

A 

O 




CD 

6 

(m 

0 
<U 

a 

s 

1 
*g 



CD 






D 



a : 

•a | 

<0 O 

s s 

fH +-> 

Ph a> 

W)r5 

i 12 

cd <u 
^ o 
w cd 

|S 

a 

2 o 
o £ 



<u 

^ 53 W 

w ^ g 

(D in w 

•C O *4 

0 £ « 

w) rr -a 

<u 2 o 

« {5 3 
° £ 

1 ^- a 

C *3 Cd 

a 2 g 

** « 53 

u 2 g 
w> >s a 

3^ tt 

*a a oj 
° * TS 

I ta 

asl 



<75 

cd 

u 

3 

CD 

-4— > 

cd 

s 

§ 

o 



a § 

CD *T3 

S3 « s 



o 

O 



cd 

im 

+-> 

a 

o 

o 



d 

o 

CD *£ 
cd 

cd H 

3 E 

cd ,o 



a sa 



a 

o 

Cd *2 

1 “ 

2 § 

Q o 



a 

o 



:=) B 

cd C 

o ,o 

2 a 



O ^ 

ae 
00 " « 







’o 


fl 


,3 3 


”cd 




§ 


cd 


•rt a 




t-H 

0) 

P. 


% 




13 


o 


cd 


0) 




U5 


>—> 


d< 


Oh 






• 


• 


• 


• 


• CS 



o 

£ 



2 y 

- a> .2 

^ 44 r\ & 

Uh Cj t-H j 

<d 3 7 d cd 

J J f sf 

11 a B-ij) 

3 -S <S <3 1 £ 



83 8 
00 9 

9 ’E. 

JS ^ 

O ^ 



0 

-S' 

1 



O 

? 

.a 

o 

cd 

O- 

00 



o 

iS a . 

(U d O 
W O o 

o Pa 

o > o 



-Jr* T3 

<D (-1 

^ 9 



00 



Vi 



a -s^ 



cd 

» oj g 

Vi 2 ^ 

un 43 cd 

« « fl 

0) 



O 



cd 



O O Sj 

^ a o. 



ja u a 

W * M 

o a t3 

S « o 

|f.a 

^ cP u 

? 

S 3 *2 
H 3 o3 
^ w a 

fl ^ fl 
o o fl 

> o ° 

> fl o 



si 

Ph cd 
oj ^ 
’S CD 

t* 00 

f i 



nfl 

o 



"fl OJ 

« a 

Wn 

jg ° 

R 2 o 

| § 42 

> O ft 



d> 




CD 

ID 



o\ 

m 



£ 

(U 

W3 

0) 

t-H 

-4— » 

t 



0) 

I 

D 

0) 

-4— » 

cd 

-4— » 

C/D 

0) 



r- 

On 

On 

© 



in 

LO 



00 

in 




ERJC 



© 1997 Wayne State University All rights reserved 



Auto Workers of the 21st Century 



It’s not just vehicles that are 
being remodeled; it’s auto 
workers, too. Many auto 
workers are expected to retire 
between 1993 to 2003. About 
90,000 auto workers from 
Michigan, will be among these. 
The auto industry has the chance 
to hire a greater percentage of 
new workers than at any time 
since the early 1900s, when 
modem work began. 

The companies are 
expected to spend $800 billion 
over 30 years on wages, training 
and benefits. It is hoped that new 
workers can compete with the 
Japanese. If the new employees 
don’t work out, the Big Three 
may be stuck with them until 
2025, until they reach retirement 
age. 

Some of the changes that 
will affect workers are already 
being felt. 

- In-plant computer use is at an 
all-time high. 

- New production workers now 
take as many as three days of 
mental and physical tests to get 
jobs that only required a physical 
before. 

- Self-directed work teams, often 
without foremen, are becoming 
common on factory floors. 

- New workers and old-school 
managers are be ginnin g to clash 
over work rules, privileges and 
traditions that some find obsolete. 

In order to be competitive, 
the Big Three have had to cut 
employment rolls and made fast- 
tracked investments in new 



technology. They have forced 
suppliers of raw materials and 
parts to meet higher quality 
standards. The companies are 
also attempting to impose 
quality control on a key 
component of production— the 
hourly workforce. 

“The quality of workers will 
be what distinguishes one 
company from another,” said one 
automobile company director of 
training. “Specifically we need 
people with what auto executives 
are fond of calling ‘21st century 
skills’ — science, math, and 
computer literacy.” 

Special tests have been 
devised to check reading and 
math skills, the ability to use 
charts, to convert fractions to 
percentages and so forth. A 
manual dexterity test is also given 
to applicants who score well on 
these tests. The workers’ 
attitude is as important as test 
scores. This is usually 
determined through an interview 
and a group problem-solving 
exercise. 

Plants are concerned about 
making a quality vehicle and 
meeting production schedules. 
They are be ginnin g to realize that 
this has to be a common goal for 
both management and labor. 
Workers and management need 
to realize that they are both on 
the same team 
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Retelling for Auto Workers of the 21st Century 
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Workers of Today and Yesterday Workers of Today and Yesterday 
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Writing- Work Process 

Workers^ wiU determine^ differences^ between letters and_ memos and_ have practice writing each. 
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Memorandum 



Date: 



September 11, 1996 



To: 



Dept. 81, Second Shift 



From: 



John Doe 



Time: 



3:36 P. M. 



Subject: Damage to Exciter Rings 



There has been an excessive amount of damage to the exciter rings on both 8 !4 and 
9 !4 carrier assemblies. Special care must be taken not to bump this ring. The ring 
is made of a very soft metal that will nick, scratch, or bend easily. The slightest 
imperfection will cause a reject on the antilock brake test, which will have to be 
completely tom down. Special care must be taken when loading or unloading 
machines, skid boxes, pallets or racks. 
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48 



6598 Trenton Drive 
Newburg, Michigan 

October 11, 1996 



Best Buy 

100 Telegraph Road 
Southfield, Michigan 48034 

Dear Sirs: 

The Compaq computer, serial # C 1234567, that I purchased from your store on August 15, 1996, 
is not working. I carefully followed the instructions for setting up the computer. It worked fine 
for one week. Now, however, when I turn on the hard drive, it groans and refuses to boot up. 

The warranty says that the computer will be replaced if there is a serious defect that cannot be 
corrected. Please advise me where I can get help in correcting this problem. 

I will be grateful for prompt attention to this matter. 



Sincerely yours, 



John Doe 
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Reading, Writing, Work Process 
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Answer key for Axle Story (Mixed Order) 
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More Reading Activities Appropriate for the Workplace 







p 

S3 







'O 

00 



*0 

<D 

CO 

<D 

Uh 

CO 

•4— » 

■a 

•c 



£ 

CO 

U, 

0 

> 

* ^ 

a 

D 

<D 

03 

•4— » 

c n 

<D 

1 c o 

£ ^ 

£ 

OS 

© 



HI. A. Another important part of effectively finding needed information involves knowing what to do when the information is 




include and what to leave out? Assist students in formulating a guideline for effective locating, sifting through, and composing a 




Modeling effective reading techniques can be helpful for students. With the students following along, the teacher will read 



o 

ER AC 



43 

.a 

GO 

<d 

CO 



<d 

C/3 

o 

e- 

3 



3 

o 

■§ 

£ 

o 

a 



.a 

TG 

G 

<D 



C/3 

<D 



cd 

C/3 

a 

03 



I 



C/3 




TG 


<D 


G 


G 


C/3 


o 


j2 


03 








«5 

a 


G 

<D 

GO 

G 


TG 


C/3 


C/3 


u 

O 


GO 

u 


C/3 

G 




•a 


CX 


4— » 


43 

4— • 


CD 

43 


G 




4—* 


o 


Jn 


*0 


1 


C4=4 

03 


G 

<D 


-g 

O 


G 

.2 


u 

G 

O 


C/3 


*4-4 

a 


>> 


<D 


<D 


C/3 


a 

o 




< 


o 


, 


<D 


o 


O 

4-> 

CD 


O 

.2 




C/D*' 

GO 


CX 


•s 


<D 

n 



a 

o 

<J3 

o 

GO 



O 



a 

CD 



.3 

g 

0 
>> 
-4-* 

03 

1 

o' 

.2 

V-* 

o 

CD 

u 

C/3 

a> 

43 

4— • 

GO 

.3 

TG 

03 

CD 



<2 



c/3 

*s 

cx 



2" 


cx 

G 




CD 


u 


u 


O 


4— > 


4-* 


4—* 

• H 




0 


G 
<D 
43 
4— • 


D 

C/3 


G 

CD 


G 

cr 


u 

CD 

Uh 


£ 


TG 

G 

G 


rG 

C/3 

GO 


4—* 

"c 


G 

2 

T3 


C/3 

4—1 

G 

CD 


GO 


O 

’5, 


.a 

TG 

G 


u 

TG 

G 


C/3 

CD 

G 


-G 


CD 


0 

4—* 


<D 

u 


O 


G 

O 


CD 


l 

a 


<D 

43 

4— » 


C/3 

4—* 

G 

CD 


C/3 

GO 


O 

CD 

-G 


> 

G 

43 



<d 



TG 

C 

G 

*o3 

E 

G 

O 

* ’—’I 

> 

O 

<D 

53 

<d 

U 

03 

Cu 

<D 

<D 

4* 



X) 

.a 

-G 

a 

G 



jd 

43 

03 

<D 

O 

■4— * 

TG 

CD 

CD 

a 



a -G 
"a 



e i 



U 

<D 

43 



O 

G 

CD 

GO 



<D 4 

~ a 

^ <d 

j) s 

3 3 

’£ § 

03 cj 

<d c/3 

1 i) 



•S) 

G 

O 

5 



U 

o 



X) 

43 



a 

<d 

a 

w 

X 

G 

a 

-G 

x 

4J 

43 

■w 

O 

a 

G 

o 

w 

T3 

<d 

> 

o 

a 

<u 

43 

2 

G 

O 

£ 

<d 

43 



fl 

4) 

a 

a 

G 

43 

ui 

43 

GO 



G 

43 

£ 

<u 

2 

V3 

a 

o 

CJ 

V3 

X 

4J 

43 

u 

o 

£ 

4) 

> 

G 

n 



o 

£ 

U 

<D 

* 

O 

£ 

£ 

<D 

G 

<D 

43 

•4-J 

C/3 

GO 



<D 

£ 

sa 

-Q 

o 

•■3 

.h 

<d 

43 



> 2 



<d 

> 

o 

CJ 

43 

G 



X 

CD 

43 

x 

o 

5 

£ 

cd 

a 

<d 

43 

■w 

# fl 

*G 

is 

o 

•w 

<d 

> 

G 

43 



3 

O 

£ 



a 

CD 

43 

4-» 

<d 

> 

03 

43 

§ 



i $ 



C/3 

G 

.2 

- 4 —* 

•c* 



>> 

cx 

o 

o 



a 

<D 



<D 

5 



<D 


Cu 

0 

u 


43 

O 


a 

G 


<D 

TG 


•n 


<-u 

O 


u 

O 


CD 

43 

4— • 




.a 


TG 


G 


<D 


a 


* G 


C/3 


G 


*s 


<D 

43 


u 


a 


4— • 


CD 


CD 


4-* 


TG 


43 


G 


G 


4-> 


CX 


3 



0 

4-* 

2 


a 

CD 

43 


43 


•u 


G 


CD 


<D 


u 

G 


43 


& 




a 


3 


0 


0 

> 


0 

a 


> 

<D 

O 


G 

<D 

43 




4—* 


2 


4— > 
0) 


3* 




a 


TG 


<D 


§ 


£ 


C/3 


<D 


<D 


G 


O 

u 


G 


G 


O 


O 

C/3 


C/3 


<D 


>> 


o4 


G 

£ 

O 

3 

G 


1 



>> 

42 

TG 

<D 

CX 

2 

2 

t 

TG 

<D 

G 

<D 

> 



C/3 

<D 

o 

Ui 

G 

O 

C/3 

<D 



0 




r- 


C/3 


<D 


G 


<D 


43 


G 


TG 


4 — » 


G 


43 

O 


43 

O 


£ 


■n 

<D 

43 

4--* 


1 

C/3 


0 

4 —* 

TG 


Xh 


C/3 


<D 


O 


G 


4-4 

4-4 



OO 

m 



’§ 

45 



O 

45 

TG 

3 

o 

o 

<d 

c/3 

<D 



ON 

00 



C/3 

G 

.2 

*4-4 

*& 

o 

C/3 

<L) 

-G 

43 

O 

« 

4-> 

G 

T3 

CX 

G 

<D 

43 

4—1 

G 

<D 

*1 

G 

O 



<D 

2 

*55 

G 

O 

o 

.G 

<D 

43 



2 



T3 

<D 

<D 

C/3 

CD 

u 

C/3 

4 —* 

■E 

- C 



<u 

’I 

D 

<u 

4 —* 

03 

4 —* 

ZA 

<D 

03 

& cv 

2 



© 









JD 






CS 


3 

O 


X 

a 


CO. 

u 


.3 


X 

CX 


a 


CD 

d 




.2 


JD 




T3 

"5 

o 


'-4-4 

a 

u 

CO 

CO 


3 

o 

X 

dU 


cr 

u 

CO 

d 


X 


D 


CS 


o 


& 


u 


.2 


CD 


1 


43 


CO 


.ta 


C 

•4—1 

a 


•4-4 

33 

> 


3 

•4—1 

>4 


CD 


o 


o 


•d 


d 


cd 


cd 




cs 


<t> 

43 


§ 


oo 


CO 

d 


•4—1 


1 


■ rt 


o 




d 


N 


’•4— 4 


43 

•c 

cd 


X 

JD 

3 


cs 

U 

x 


3 

3 

CO 


CO 


O 




3 


a> 


X 


i 




CX 


a 


43 




U 


u 


CS 




M 




> 




•4—4 


3 


<D 


bb 


u 


o 


3 


.3 

' CO 


tS 


X 

cx 


CD 

cs 


O 

cx 


u 


<D 

M 

X 


u 

3 




c^T 


CO 

CO 


‘co 

CO 


0 

JD 


CO 


d 

CD 

CO 


o 

cx 


3 

o 


£ 


^3 


CO 

CO 


i-l 




V. 


n 


XU 


’ CO 


Tt* 


CD 




•4-4 




CO 


42 


a 

cs 


a 


3 


CO 

CX 

a> 

•4—4 




<u 


1 


*3 




a 


'5 


CD 




c/3 


CQ 

cx 


3 


3 

o 


CO 

O 


3 


CO 

4> 

-4-4 


X 

CX 


U 

C3 

a 


o 

eta 

d 


3 

X 


CD 

43 

•4—1 


a> 


CD 


_•*-* 


o 


CD 


4d 


CO 

cs 


•4—4 


CO 


cs 

x 


CO 


OX) 

a 
*— < 

* 


CO 

u 

'C 

o 


a 

CD 

3 


> 
’•4— 4 

cn 

a 


o 

=3 


to 


o 

X 


X 

CD 


o 




CX 






CO 


CD 

43 

X 


3 


<u 

43 


V 

1 


CO 

vs 


•x 

X 


o 


CD 

£ 

CS 


— > 
CD 
CO 


<2 


*a 


3 


to 


co' 


d 


/—V 


a 


JD 


X 

<u 


C/~> 


O 


3 


•4-4 




-4-> 

J3 


■£ 

CS 


.a 

i 


a 

CD 

43 


"o 


a 


fl 


x 


CO 


d 

o 


d 

u 


T3 


T3 

a 

c 

■a 

a 

C3 


eta 

<L> 

43 

3 

3 


3 

o 

X 

cx 

CD 

43 

<4-4 


CD 

x 

CD 

*8 

CQ 

CO 

CS 


CO 

V3 

3 


o 

CD 

CO 


CD 

•J 


43 

•4—4 


o 

CO 

5 


3 

•4-4 


cS 

d 

o 

CO 


i 

o 

43 




*a> 

O 


X 

CD 

CX 


(D 




CD 




43 




05 O 3 O. 





o 

ERLC 



1997 Wayne State University All rights reserved 








.to 

4> 

43 



to 



ai 



4> 

43 



co 

3 




O 



3 

O 

x 

3 

<u 

X 



3 

£ 



4 > 

U 



3 



4# 

X 



3 

X 

£ 



-a 

4) 

J- 

o- 



fl 

<u 

*3 

3 



<u 

> 

3 

X 



* 

<y 

z 

o 

•w 

3 

a 

o 

£ 

ju 

'u 



u. 

3 



fl 

3 



4-> 



s 



CO 

3 

O 

4) 

t 

O 

o 

-3 

4 > 

co 

co 

o 

3> 

4 > 

> 

3 

43 

S' 

-S 

Jta 

a 

4) 

■9 

•a 



00 



3 

4 > 



o 

to 



.a 

o 

cx 

-3 

0) 

4-» 

3 

.1 

CA 

o 

*3 

3 

o 

4-» 

*3 

3 

<U 



§ 

nd 



o 

> 

3 

a 



3 

o 

X 

4) 

X 

< 4-1 

fl 

o 

co 

fl 

O 

to 

00 

00 

3 

co 



1> 

to 



ON 



*3 

<U 



e: 



<u 

CO 

o 



CO 




3 



£ 

CO 

s 

D 



a 



4) 

4— > 

3 



OQ 

4) 

& 

3 

£ 

r~ 

On 

On 



CO 

LO 



© 



o 

ERLC 








o 

ERIC 



WRITING EXERCISES 




Writing Exercises Introduction 



ERIC 



c/5 
03 

oj 
on aj 
3 > 



OJ 

X) 



<u 

u-> 

03 

<u 

PG 

H 



03 

C/5 

3 



O 

£ 

4 — > 

o 

<u 

b 

o 

o 

O 

<u 

u* 

03 

£ 

03 

c/5 



03 

*G 

>> 

03 



O 

x: 



00 

c 



* s 



<D 

T3 


03 


3 


g 


C/5 


o 


U* 


4S 


£ 


C 


<U 


X3 


00 


<U 


03 


C/5 


C/5 


3 


3 


<U 


4 — > 
O 


.O 


<u 


O 


b 


4 — > 


o 


p 


o 


c 



c 

_ <u 

c ti 

V 3 

3 73 

c/5 O 
« O 

4-> 

03 -4— » 

£ 3 



T3 « C 

<u +S 50 
3 c 

c S 



xj 

c 

<u 



I 



<& 



C/5 

<U 

c/5 



<V 

X 

<u 

00 

c 



<u 

pC 

H 



. T3 
C 

OJ 03 
^G - ^ 

4— > Oj 

0^ O 
— C 
OJ ^ 
<U 
c/5 



00 

c 



G 
<u 
on 

03 
00 

O -2 

<U iS 

j= n 

° c 

* flj 

on ~ 
<u 12 

.22 3 

o w 

u f— ■ 

<u 75 
X es 

« g 

GO e 



.2 

<u 

J3 



§• 

o 

feb 



,o 


4— > 


03 




o 


C/5 


"O 


"O 


3 


<L> 

4-» 


C 


X3 


Q« 


03 


<D 


<D 


O 




o 


C/5 


o 


o 


4— > 


OJ 


3 


c 


p3 


<U 

.c 

4—* 


0/ 

T3 

5 


o 

<u 

JO 


<4-1 


C/5 




o 




a 


c/5 

4— » 


£ 


3 

O 


c 


o 


<D 


<u 


cb 


on 


X3 


4— > 





4— > C/ 

o X x 
<u E-h on 

b «j 

O C X! 

o 3^ Z2 

r O 

<u o ^ 



^ ^ 

"7 o 

tn ^ 


4— > 
C4-H 

0 


b ^ 
8 2 


rt ® 
J5 « 

4— ► c/5 

<u 3 


c 

0 

35 

cn 

3 


w J3 
<u +- 

2 <u 

3 cn 

0 0 

4_» r r; 


S 2 


O 
. w 


"O 0 


£ T3 

o o 


*3 


Um oj 

0 J3 


oT 

<U .y 
•-C J2 


0 

*3 

cr 

3 


> -c 

> ^ 


• pH 




u* 

<u 

,4— > 


*2 00 


o c 
C9 « 


5 


3 *| 

cn . a 

g iS 

T3 Q, 

£ x 


Jd o 




o 

'3 


00 

0 




cr C4G 




3 <u 



CO 

CD 



ON 



<D 

ES 

<D 

C/3 

(D 

w 

oo 

’ll 

•c 



£ 

C/3 

1-4 

O 

‘I 

D 

v 

+-> 

C3 

+-> 

C/D 

o 

£ 

03 

£ 

r~ 

C\ 

C\ 

© 



OJ 

00 



lift 200 pounds easily. 1 Here is apple for you. 



a 

CO 

CO 



w* 

<D 



<D 



0) 

*5. 

jj 

o, 

Q. 

co 



0) 

o 

0) 



G 

co 



co 



4*i 

O 

O 



0) 




co 

O 

43 



£ 



0) 

G 




O 

o 



0) 



ns 

0) 

4*i 

o 

o 



8 

1 

co 

£3 

0) 

u. 

pO 



G 



co 



•9> 

G 

O 

(-> 

pO 

pS 

</) 2 



CD 

O 

G 

co 



3 



1 



CO 



G 

co 



co 



.a 



CO 

£ 

co 

Wn 

o> 

43 

4*i 

o 

o 



0) 



CN 



ro tt 



to 



LO 

CD 



as 



03 



0) 

K 



co 

a 

G 

co 

O 



u - 



CD 



G 

O 

>> 

5td 

<u 

a 

o 

o 



G 

o 



<N 



>> 

co 

a 

G 

co 

o 



■a 

o 

* 

to 

o 

a 5 
00 

9 

o 

<u 

•a 

to 

ofi 



G 

<U 

<u 

43 



O 

&0 



CO 

a 



<u 

43 

C/D 



co 



co 

a 



<D 

X 



4*i 

o 

o 

73 



<o 

<D 

Ui 

*2 

<U 

43 

<D 

G 

O 

G 



O 

<D 

43 

+-» 

<+H 

O 

ts 

o 

a 

$5 

00 



<u 



to 



c 

cO 

(J 

wrl 

co 

£ 

rr 

co 

s 



cO 
rM 
« rr 
3 » 

nj CO 



co 



G 

<D 



<D 

GO 

<U 

Ut 

GO 

•e 



u 

‘I 

3 

u 

*-> 

CO 

*-> 

C/D 

<u 

a 

CO 

o 

Os 

as 



I " 



CjD 



o 

ERIC 



03 

-a 

<D 

to 

<D 



c 

O 

o 

o> 

c« 

ffl 



s 

o> 



CM 

o> 

o 

o 

#N 

o 

o 



<D 

a 

o 

OX) 



03 

e 

OX) U 

.9 £ 
a. 40 

Pn . 

o ’ 



■9 

43 



co 

<D 



>> 

CO 

T3 

co 

5 g 
P § 
i? • 

<D ^ 

J) S 

s ? 

<D 1 
43 c/5 



<D 

$1 

s P 



> 

03 



O 

' J3 w 

03 43 
<D . 

9 

o 

43 



a 

<D 



■a 

*a 

03 

T3 

a 

o 

s 

& 

<1) 

£ 

<1) 

9 

03 



I> 

CD 



<1) 

a 

o 

OX) 

<D 

> 

CO 



CO 

<D 

O 

OX) 



OX) 43 

.3 «1 

*"* a 
o o 

£ 





O 




O 


<D 

> 




OX) 




OX) 




1 




1 


03 




o 




o 


43 




OX) 




OX) 




<D 




<D 




<D 


43 




43 






CM 




CM 




H 






<N 




cn 



CO 

<D 

O 

OX) 



> o 

>, OX) 
<d 



a> 

§ 

-a 

vS W 

3 f | 

^ I 

t 8 

o vS 
■O 

s> Si 

5 * 

-if 

u M 

•§« 

I M* 
OS <D 

- o 
o oo 

. <N 



% * 

v> 



On 



53 <D 
O a 
O O 

a to 
£ > 
S-g-S 

o — > 1 
O .b 3 

rtj ^12 



a> 

C3 

a 



Did, 


O 


rs 


T 3 

0 ) 


5M 


<U 


<u 


a 


o 




3 


<D 

f—i 


•V 


P 


Do 


’ 



CO 

< 1 ) 

O 

T3 



& 

<D 

5 



2 

9 

o 

o 

<D 

43 

<*-■ 

a 

o 

JO 

o 



<D 

a 

o 

T3 

<D 

> 

co 

43 



T3 

<D 

£ 

O 

33 

03 

<D 



<D 

43 



T3 

3 

o 

o 

^ s 

<d a 
43 O 

4-> “O 
I 



03 

-o 



c/a 

<u 

>> 

o 

T3 



03 



. 

D *-3 

£ 



co 

<1) 

O 

T3 



O 

Q 



3 

*3 



<1) 

SC 

CN 



co 
<D 

O 
T3 

<1) ' 
> O 

2 Q 
<1) 



T3 

<1) 



£ 

<D 

-9 

03 

1 



<D 

43 

CM 



<D 

a 

o 

<D 

> 

CO 

43 



r2 

•3 



CO 

<D 

O 

nd 



O 

Q 



43 

o 



<D 

fl 

O 

T3 



& 

CO *p 

3 



0) 

> 

CO 

43 

3 

O 

> 



u~> 



CO 

<D 

O 

T3 



O 

Q 



T3 

<D 



<D 

co 

<D 



•9) 

•c 



<D 

I 

D 



CO 

w 

CM 

<D 

& 

co 

On 

On 

© 



CD 

CD 



ERIC 



It’s, Its In, Into 

1 . The dog wagged tail. 

its -it’s 1. Joe stood the living room. 



.a 

i 

.9 




CD 

CD 



r- 

ON 





-o 

<D 



z 



<D 

CO 



<U 



CO 




*G 

5 



■4— » 

* 

CO 



<D 

I 

D 



cn 



c/3 

v 






£ 



r- 

ON 

ON 

© 



GO 

O 




o .2 
2 £ 
vS i/~i 

0 oT 

z 8 

* fi 

1 * 
c <u 

rn <3 
w rn 

04 «r 



' CM 
«i (A 

<5 3 






J> 

H 



00 

Os 



o 

£ 

H 

*> 

o 

o 

H 

•> 

o 

H 



d 

Un 

O 



to 

<U 



o 

£ 




a 



44 



O 

co 



<D 

3 



<U 

C/3 

3 

CO 

o 

<u 



CO 

<D 

a 

4h 

O 

co 

T3 



O 

CO 

Un 

<u 

00 

IB 

<u 



o 

cx 



<u 



.9 



o o 
00 o 



ts o 

s ~ 

£ 

o 

o 

o 

Q 



o 
o 

<V W 

00 , 

o o 

W) 

.2 

o 

00 

a 

CO 



a 

(X 



<u 

^3 -rt 
8 1 
O 3 

3 ° 
* > 

> o 

m 43 



O 

O 



CO 

<u 

a 

o 

<u 

o 

<a 



a 

o 




(N 



rn rf 



in 



<N 



o 

ERIC 



© 1997 Wayne State University All rights reserved 

170 



a 

co 

00 

c/5 



0 > 

< 

•s 

Gfl 



33 

.2 

*-m 

co 

tS 

■a 

o 

£ 

<3 

^3 

>*-» 

co 

& 

33 

4=> 



<D 

l-H 

co 



>% 

o 

33 

co 

z 



<D 

00 

p 

<D 



<D 

<D 

c/5 



00 

.a 

o 

00 



ts 

<D 

I 

if 

3 1 



(N 



C/5 

C/5 

co 

o 

C/5 

3 



0) 

J-H 

co 



C/5 

(75 

CO 



CO 

43 





>M 

M 


.a 


O 




3 

M 

o 


C/5 

>M 

c 

<D 


33 

00 

.9 


<D 


'M 


TO 


o 


M 

CO 


o 

3 


a 


00 


J 


U 


c/5 


<D 


C/5 


t/J 


<D 


4a 



<D 

CO 



<D 

ja 

c/3 



<D 

4> 



<D 

S-H 

CO 



<D 

M 

<D 



<u 

I 



*.2 
to "! 
«u ^ 

5 fi 
£ « 
<N 'T 
wT w 
§ 

> m 
— <u 



I ^ 

&i .52 

-5 « 







a 






.2 






*-M 


0) 

u 




o 

<D 


OJ 






* 


oi 


<D 

■3 


«s 

c « 


4> 


■M 

P 


CQ 


43 


o 


£ 


4) 

a 


4=> 

CO 




o 


TO 




t/5 


<D 

.'33 






‘o 

X 




4) 4) 


<u 



<D 

$ 

i 

C/5 

CO 

£ 



<D 

a 



<u 

£ 

I 

C/5 
CO 

£ 

<D 



C/5 

C/5 

CO 



3 



4) 0) 

CO S 
“ £ 



<D 

43 

C/3 



C/5 

CO 

£ 



33 

4) 

1 

4* 

M 

O 

£ 

O 

>% 

CO 

£ 

.h 

<D 

J3 

m 

C 

o 



a 



<D 

<D 

£ 

i 

C/5 

CO 

£ 



o 

H 


t 3 


TO 


<D 

0 


33 


4 > 


CO 


CX 


<D 


34 


O 


CO 


•—i 


ja 



X! 

O 

£ 

o 

o 

r 

a 

o 

eta 

33 

£ 

o 

tfl 



<D 

<3 

* 

i 

C/5 

CO 

£ 



O 

o 



Cm 

O 

<D 

8 



CN 



ERIC 



© 1997 Wayne State University All rights reserved 99 1 V 3 



Do you know turn is next? 1. just the one I wanted to see. 

who’s - whose You’re - Your 




tn 



o 

o 



O 

EMC 




© 1997 Wayne State University All rights reserved 



Fewer - Less There - Their - They’re 



o* 

<D 

C/3 

=3 

O 

43 



C/3 

3 

O 

T3 



JD 

3 

co 

rs 

CO 

> 

co 

C/3 

* 

03 



4) 

Un 

o 



ERIC 



C/3 

C/3 

03 



<D 

43 



53 

I 

O 



(N 



<1> 

_e3 

F 



4) 

43 



.a 

4> 

a 

03 

O 

4) 

53 

O 

fr 

4) 

6 

1-4 

<u 

03 

<D 



c/) 

4d 

O 

<u 

43 

O 



WO u* 



T3 

4) 

c/3 

*d 

& 



CO 

03 

<U 

53 

O 

<u 



<y 



4> 



£ £ 



12 S3 

T3 43 

4— < 

<D 



4) 

O 



03 

<U 



53 

<U 

4d 

O 

3 

o 



a 

o 

o 

t-N 



4) 

l-l 

4> 

43 



a 

o 

43 



co 

5 

4) 

Un 

<u 



<N 



4) 

53 

O 

& 

4> 

$ 

,o 



v» 


5 

c 

03 

43 




O 

4-» 


<v 

43 

4—1 


o 

<73 

43 


4) 

F 

V. 

4i 


w 

<2 

■9 ) 


4) 

43 

4 — » 


4— » 

53 

4) 

a 


> 




.b 

4) 

rS 


O 

• 


43 

1 4-> 


3 

O 

53 

4> 


4> 

F 

V> 


.b 

4) 

43 

4 — » 


w 

4) 

F 

o 


4—1 


<D 

U 

4) 




their 


4-1 

o 

a 

C/3 


<d 


u 

4) 

*-h 


a 


£ 


s 

5 


43 

4—1 




4> 


* *■* 


•S 



C/3 

CO 

o 



i— 

<D 

3 



£ 

O 

53 

Sb 

u 

*5 

43 





4) 








33 


o 




O 




O 




CO 


CO 




CO 




C/3 




44 


- 23 


& a 


<U 

O 




4) 

F 

03 


O 

o 


C/3 

<D 




4) 


4) 
* ^ 




C3 


43 








Q- 


, CO 


<u 




F 

4) 

£ 




F 

4J 

£ 




C/3 

4) 


3 -g 




<2 


CO 


<2 




F 

4) 


o S 





£ a> 

<s § 



J5 .3 

4) 

TT -5 



I . 

<s 8 

* -5 

CO ~ 
t A OJ 
4) 03 



H £ 

* fS 



I- I? 

0) .3 

£ jg 

IS 



g 

o 

o 

Un 



■o tg 

03 

43 

<U 

I 



ro 



<u 

43 

4 -» 

s 



C/3 

C/3 

4) 



u- 

4> 



4> cfi 

5-* 

CO 

<D 

W* 

4> 



r- 

H 



03 

<U 

s: 

4) 

C/3 

4> 

U 



"§) 

•e 



C/3 

Fi 

O 

> 

*a 

D 

4> 

4— ■ 
CO 
4— » 

C/3 

<D 

CO 

£ 

r- 

On 

On 

© 



cc 



Write - Writes - Wrote - Written Then -Than 




© 1997 Wayne State University All rights reserved 




U.S. Department of Education 

Office of Educational Research and Improvement (OERI) 
National Library of Education (NLE) 
Educational Resources Information Center (ERIC) 




NOTICE 



REPRODUCTION BASIS 




This document is covered by a signed “Reproduction Release 
(Blanket) form (on file within the ERIC system), encompassing all 
or classes of documents from its source organization and, therefore, 
does not require a “Specific Document” Release form. 




This document is Federally-funded, or carries its own permission to 
reproduce, or is otherwise in the public domain and, therefore, may 
be reproduced by ERIC without a signed Reproduction Release form 
(either “Specific Document” or “Blanket”). 




EFF-089 (9/97) 




